
 

1   

This publication was created by the ARISS Technical and Training Support (ATTS) Team.  This publication is intended to be used with 

USAREC Manual 3 series and not to supersede current policy.  For questions or comments about this publication, contact ATTS at 1-800-223-
3735, ext 61713 or ext 61435.  User Guide updated 23 Aug 2010. 

School Zone 
User Guide 

Table of Contents 
 

This user guide will demonstrate how to create and maintain your school folders.  The School Zone (SZ) is an 
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Chapter 1 - School Zone (SZ) Overview 

 

Introduction 
 

The SZ will allow the recruiters to create, plan and maintain an effective school program.  The recruiter is 

responsible to maintain a written account of all school activities.  The SZ presents a profile of all that has happened 

or needs to happen in the school.  Recruiters and leaders can also use this to evaluate specific programs that were 

conducted in the school.  The SZ lists key educators who are most likely to support recruiting efforts.  The 

difference is that it is now automated and all levels of leadership will have access to the folders.  Refer to the 

USAREC regulation and/or pamphlet for guidance in what activities and information is necessary. 

 

Overview 
 

The School Zone (SZ) is a web-based solution that provides real-time access to High School/Postsecondary 

Folders.  It allows all levels to review and input information.  This allows the information to be up to date and 

accurate. 

 

SZ can be accessed Recruiter Zone (RZ), Leader Zone (LZ), and/or Enterprise Portal, through the 

Application window, depending on the user’s roles. 

 

In RZ, the SZ link is located in My Work Zone.  

 

 

 

 

 

 

 

 

In LZ to access, click on the SZ link in My Tools window.  
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From Enterprise Portal the SZ link will be in the Applications window.  

 

 
 

 

 

 

 

 

 

 

 

 

When you click on SZ, it will bring you to the default page.  The upper right-hand corner will state in 

which program you are currently using.  The links for Help and Log Out are located under the School Zone title 

banner.  The blue area below the banner shows the date and identifies the user that is logged in.   
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Chapter 2 – Finding Your Schools 
 

Overview 
 

The School Folder Search section is where you will select your parameters for your search.  If you are a 

recruiter or SC, you will see your RSID in the RSID box.   

 

 

If you are in a company or BN role, you will see all RSIDs that are within your command.  

 

 

Search by RSID 
 

Highlight the RSID and select the School Folder box to display the list of schools associated to that RSID. 
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Search by School Name 
 

To request a specific school, you can enter the school name in the School Search field.  The search will 

start filtering names as soon as letters are entered.  The more information entered, the more exact the results will be.  

The hyperlink will be available if the RSID is assigned.  If the school is not assigned to the RSID, it will show who 

owns the school in case they need to contact someone about the school.    Selecting the RSID hyperlink displays the 

list of schools associated to that RSID.  

 

Nothing will appear on the screen if the school is not found.  To restore the School Folder box to utilize the 

RSID Search feature, remove the school name in the School Search field. 
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Chapter 3 – Accessing School Folders 
 

Accessing School Folders (Enlisted) 
 

The schools associated with the RSID will display in the Schools window.  You will notice a link called 

Return to Search.  Clicking this link will return you to the School Folder Search main page.  To open the school 

folder, click on the hyperlinked school name.  

 

 

The columns from left to right are: 

 

RSID – lists what the RSID is 

 

School Name – lists the schools.  The schools are hyperlinked.  This allows you access to the 

school folder 

 

School Type – lists what kind of school it is, i.e., (Secondary School, Vo Tech, or College) 

 

Support – displays results of the school evaluation.  Fully Supports, Partially Supports or Does 

Not Support 

 

Targeted – determined by SC and Company Commander based on historical data, market share 

and propensity for enlistment 

 

Address – Address of school, as entered into FAZR 

 

Phone/Web Site – lists the phone number and web site of school.  This information will only 

appear if entered via SZ on the School Information tab. 
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Accessing School Folders (AMEDD) 
 

The schools associated with the RSID will display in the Schools window.  You will notice a link called 

Return to Search.  Clicking this link will return you to the School Folder Search main page.  To open the school 

folder, click on the hyperlinked school name.   To minimize the Schools list, click on the little icon in the upper right 

hand corner.   

 

 

 

The columns from left to right are: 

 

RSID – lists what the RSID is 

 

School Name – lists the schools.  The schools are hyperlinked.  This allows you access to the 

school folder 

 

School Type – lists what kind of school it is, i.e., (Secondary School, Vo Tech, or College) 

 

Tier – displays the tier value of the school (1-3). 

 

Address – Address of school, as entered into FAZR 

 

Phone/Web Site – lists the phone number and web site of school.  This information will only 

appear if entered via SZ on the School Information tab. 
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Tier Selection 
 

Battalion S2 and AMEDD users 

have access to this link only.  Selecting the 

Tier Selection link opens a screen to allow 

users to set and/or edit the tier value for the 

schools.  All schools can be set to the same 

tier by using the Select All radio buttons at 

the top of the screen.  When you are 

finished entering the information click on 

Save.  
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Chapter 4 – Opening the School Folder 
 

Overview 
 

To open the school folder, click on the schools name.  This screen will default to the School Information 

tab.  There are five tabs for each school folder:  

 

School Information – ASVAB, SR and JR Population, Performance Goals, JROTC and 

Additional Information for annotating pertinent information concerning the school. 

 

Faculty/Students – Area for listing key faculty member, student council members, and JROTC 

members. 

 

Activities – This area is where you will schedule your activities for the school.  When a recruiter 

schedules an activity in SZ, it will populate to their calendar in RZ. 

 

Evaluation – Determines the level of support of each high school 

 

School Events Calendar – This area used to list all of the school events for the upcoming school 

year.   

 

Once you open the school folder, you will notice a few items at the top of the screen.  The default screen is 

the current school year, but you can display previous schools years as well as the next year.  The program design is 

to show the current, next, and/or previous two school years, depending on where we are in the SY.  Clicking on a 

different school year will bring up the high school folder for that specific SY.   

 

The next school year will begin displaying on 1 October.  For Enlisted and AMEDD, the next school year 

will be the default on 1 April.  For Chaplain, it will default on 1 August.  Once a school year ends, the data listed for 

that SY will be Read Only.  1 May through 30 Apr defines a school year in SZ. 

 

Print Option 
 

To print any portion of the SZ, you can click on the print icon.  Prior to selecting print, change the layout to 

‘Landscape’ to ensure that the right side will not be cut off.  
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Chapter 5 – School Information 
 

Overview 
 

 Depending on the school type selected, this screen will display different information.  Below is the default 

screen for secondary school or high school.  

 

 Below is the default screen for Colleges.  Depending on the college, you will either see it as a 2-year or 4-

year school.  Again, your BN ESS enters some of this information in FAZR. 
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Below is the default screen for Vo Techs.  Depending on the type of tech school it is, the field names will 

support that type of school.  The screen shot below shows the field related to ministry schools. 

 

While the information on the School Information screens may differ depending on school type, the 

remaining tabs in the school folder are the same.   

 

The School Information screen for the Secondary School or high school will have the following areas in the 

Statistics window:  HS ASVAB, High School Population, HS Performance Achievements, JROTC, and Additional 

Information.  

 

High School ASVAB data 
 

The HS ASVAB data will populate automatically when MEPCOM releases the ASVAB tests results to 

USAREC (this typically occurs 2 weeks after the test is administered)  If you do not see the test results within two 

weeks you should contact the MEPS.  When the data appears, the recruiter will be able to select the ASVAB 

Service.  If the school does not test, this area will remain blank. 

 

High School Population 
 

The High School Population lists the total 

number of SR and JR enrolled for that School Year.  The 

BN ESS enters this information in FAZR.  
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High School Performance Achievements 

 

The HS Performance 

Achievements is where the goals for the 

number of enlistments for that SY should be 

entered for both RA and AR.   

 

Achieved Current will show the 

number of students who have enlisted from 

that school during that school year (SY).   

 

Achieved History will display the number of future soldiers that graduated or attended the high school in 

the past.  This is hyperlinked, so when you click on that number it will display a list of the enlisted students and their 

basic enlistment data.   

 

JROTC  

 

The JROTC will show what Service is 

running the JROTC program and how many males 

and females are in the program.  The recruiter will 

input the number of Males and Females enrolled in 

the JROTC program.  The service automatically 

populates from FAZR.  

 

Additional Information 

 

Additional Information is where the Web Site, Graduation Date, Name of School Newspaper, whether 

they Accept Ads, if an Ad was placed and the Date Place, if School Officials release a list and who the POC is, and 

School Directory List information to be added.  When finished entering this information, you will click Save to 

retain the data you have entered.   
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College View 
 

The College view of School Information screen is slightly different.  The BN ESS through FAZR enters the 

Post Secondary 4 YR Population.  The Post Secondary 4 Yr Achievements has the same functionally as that for the 

HS screen.  The recruiter will set the goals, and will be able to view the records of those that enlisted, by clicking on 

the hyperlink in Achieved.  SROTC has the same functionality as JROTC.  The service is information comes from 

FAZR, if there is a program.  In the Additional Information area, one difference is that there is an option for Other 

Graduation Dates. 

 

Vocational View 
 

The Vocational Screen is similar to the college view.  In the Additional Information area, there will be 

specific fields that will match the type of tech school. 
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Chapter 6 – Faculty/Student (Enlisted and AMEDD) 
 

Add Faculty/Student 
 

The Faculty/Student tab allows for key educators, student council members, ROTC faculty, and key 

members.  To add an individual to Faculty, Student, or ROTC, click on the Add Faculty, Add Student, or Add 

ROTC link.  This will bring up a screen for users to add the information.  First Name, Last Name, and Position are 

required fields.  When adding Faculty and ROTC/JROTC data, you now have the option to add them to the COI/VIP 

database through SZ.  Click the radio button for COI, VIP or Both to place the individual in the COI/VIP database.  

When you are finished entering the information, click on Save.   

 

 

 

 

 

 

 

 

. 
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Copy Previous School Year 
 

 To copy the Faculty and ROTC staff to the next school year, click the ‘Copy Previous School Year?’ link.  

This will eliminate the need to re-enter the same information for the next school year. 
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Chapter 7 - Activities 
 

Overview 
 

The Activities tab allows you to view what you have planned and what you have accomplished.  To edit an 

Activity, click on the hyperlinked activity name to open that event.  To add an activity, click the Log an Activity 

link in the bottom left corner. 

 

Schedule an Activity 

 

There are two types of activities that you can 

select Prospecting and Administrative.  Once you 

decide what type of activity you will be doing, you 

will need to select the Action dropdown.  The 

selection of actions changes, depending on what 

activity type you have selected. 

 

 

 

 

 

 

 

 

Once you select your activity, enter the Start 

Date and Time and save.  There is now an option to 

make the Activity recurring, for up to 7 days and for 

up to 4 weeks.  This will list the activity on the 

Activity Default screen.  For recruiters, it will also 

post it to their electronic calendar.  You will notice 

that the Result and AAR field are not available for 

data entry.  You must create and save the activity 

before you can enter the results and AAR information 

about that activity.   
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Updating the Activity 

 

To update the Activity with the outcome, click on the Activity link that you entered.   

 

This will bring up the Edit School Activity screen.  In the Results field, you have different result 

selections based on the Action chosen.  To record what transpired during this activity, complete the fields that apply.  

It is important to complete the AAR section.  This information will save to the Activity screen for quick reference.  

If it is a Recurring Activity, Click on the Edit Series button to update the Activity. 

 You cannot add any Activities 

in the past.  Enter Activities for 

today or in the future.   

 Each user level should add 

their activities if visiting the 

school. 
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Chapter 8 - Evaluation 
 

Complete an Evaluation 
 

The Evaluation screen determines 

how supportive the school is.  Your 

answers in the eight areas Access, Student 

Directory, Total Senior Population, DOD 

Market Share, ASVAB, Publicity, 

Presentations and TAIR, and JROTC.  

 

As you answer the questions, as 

they apply to that school, it will add the 

points up.  The total points will display just 

under the SOLID LINE under the 

questions.  Based on the total points, the 

application will determine if the school: 

Fully Supports, Partially Supports or 

Does Not Support.  
 

You will then indicate if you 

Agree or Disagree with this evaluation.  If 

you disagree, you will need to select the 

support value you believe the school 

actually is from the dropdown field: Fully 

Supports, Partially Supports, Does Not 

Support or No Priority.  Any time you 

disagree, you should place justification for 

your reason in the Comments section. 

 

Select the appropriate radio showing 

whether the school meets the criteria to be a 

Targeted School.    

 

Before you save the evaluation, ensure that you place comments in the comments field that support your evaluation. 

 

If the evaluation is modified in any way, the 

information concerning the person that 

made the changes will be indicated in the 

Evaluated By block and the person that 

conducted the Previous Evaluation will be 

listed in the Previously Evaluated By 

section. 
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Chapter 9 - School Event Calendar 
 

Overview 
 

The School Event Calendar screen is where you will list events that will occur throughout the SY.  The 

Recommended Events link will provide you with a suggested list of activities to conduct during the SY.  Entering 

data on this screen will not populate the recruiter’s calendar, but provide users of SZ to see what events are 

occurring at the school.  If a recruiter is going to attend one of these events, they will need to add their participation 

under the Activity link.    

 

 

Add School Event 

 

To add an event, click on the Add School Event link.  

Enter a Start Date and an End Date.  When entering your dates, 

please pay attention to <, > and <<, >>.  The single <, > will 

move the calendar forward > or backward <, by month.  The 

double <<, >> will move the calendar forward >> or backward 

<<, by year.   

 

The Description field is where you will indicate what 

the event is.  All fields with an Asterisk * requires data.  After 

completing the screen, click on the Save button.   
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The information will populate to the Events screen and you will see a green check in the upper left hand 

corner with Values Successfully Updated!  Events will not post to the recruiters calendars. 
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Chapter 10 – Future Officers (AMEDD) 

Future Officers (AMEDD) 

Future Officers will display a list of those who have been have commissioned from the selected school.  

Default sort by Corps code, Last Name, and Grad Date.  AMEDD users have the ability to add or search Future 

Officers and can edit or delete existing records.  Users also have the ability to copy previous school year 

information. 

 

Add Future Officer 

 

Add Future Officer Hyperlink on Future 

Officer tab (default) displays the Add Future Officer 

screen.  The following fields are required:  Last Name, 

First Name, Component, CORPS, AOC, Incentive, and 

Grad Dt.  

 

 

 

 

 

 

Search Future Officers 

 

Search Future Officers hyperlink on the 

Future Officers tab (default) displays the Search 

Future Officers screen.  Enter SSN (nine Digits 

without dashes.) to perform a search for any existing 

future officers (s).  When no criteria is met, then will 

display ‘No Data to Display’ and the Add Future 

Officer link will be visible to allow for adding a future 

officer.  
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When records are found it will display the 

following text:  ‘The following future officer record(s) 

were found that match the SSN.  Select the radio button to 

choose the record.’ 

        

 

 

 

 

 

 

 

 

Edit Future Officers 

Edit and Delete options display for each Future Officer record under the selected school.  To edit an 

existing record, click on the Edit hyperlink.  Users are able to modify the following Future Officer fields:  Last 

Name, First Name, Component, CORPS, AOC, Incentive, Primary e-mail, Grad date, Board date, and Comm date.  

Save and Cancel options are displayed.  Clicking ‘Cancel’ returns to default screen (Future Officer tab).  Edit the 

necessary fields and click ‘Save’.  The following message displays on Future Officer screen:  Values successfully 

updated!    

Delete Future Officers 

To delete an existing record, click on the 

Delete hyperlink.  Displays confirmation message: 

Delete the following record (shows First Name, Last 

Name, School Year, and Grad Dt).  Delete and Cancel 

button will display.  Clicking ‘Cancel’ returns to 

default screen (Future Officer tab).  By clicking the 

‘Delete’ button, the selected Future Officer record is 

deleted and user is returned to main screen (Future 

Officer tab).  Displays message ‘Record Successfully 

Deleted’ 
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Programs (AMEDD/Chaplain) 

 The Programs tab when selected will open a screen, which allows for the selection(s) of Chaplain or 

AMEDD mission categories (programs) for association to each school.  For USAREC, allows the selection of both 

RA and USAR mission categories (programs) for association to each school.  The Programs tab displays the current 

school and the last two years as hyperlinks to retrieve the school's information. 

 

Programs Available lists all 

AMEDD or Chaplain programs 

available, except the ones 

previously selected for the 

school. 

Display each Corp and their 

mission category descriptions. 

  

Programs Available at this 

School lists all programs 

associated by the user for the 

selected school. 

  

Add> button removes selected 

program(s) from the Programs 

Available tile and moves them 

to the Programs Available for 

this School tile. 

 

Add All>> button removes all 

selected program(s) from the 

Programs Available tile and 

moves them to the Programs 

Available for this School tile. 

 

<Remove button 

removes selected programs 

assigned to the school and 

places them back into the 

Programs Available tile. 

 

<<Remove All button 

removes all programs assigned 

to the school and places them 

back into the Programs 

Available tile. 

  

 

 

 

 

 

 

Cancel - Cancels out of action mode without updating data (remains on Programs screen). 

 

Save - Data that was entered on the screen when selected. 
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